Google 



This is a digital copy of a book that was preserved for generations on library shelves before it was carefully scanned by Google as part of a project 

to make the world's books discoverable online. 

It has survived long enough for the copyright to expire and the book to enter the public domain. A public domain book is one that was never subject 

to copyright or whose legal copyright term has expired. Whether a book is in the public domain may vary country to country. Public domain books 

are our gateways to the past, representing a wealth of history, culture and knowledge that's often difficult to discover. 

Marks, notations and other maiginalia present in the original volume will appear in this file - a reminder of this book's long journey from the 

publisher to a library and finally to you. 

Usage guidelines 

Google is proud to partner with libraries to digitize public domain materials and make them widely accessible. Public domain books belong to the 
public and we are merely their custodians. Nevertheless, this work is expensive, so in order to keep providing tliis resource, we liave taken steps to 
prevent abuse by commercial parties, including placing technical restrictions on automated querying. 
We also ask that you: 

+ Make non-commercial use of the files We designed Google Book Search for use by individuals, and we request that you use these files for 
personal, non-commercial purposes. 

+ Refrain fivm automated querying Do not send automated queries of any sort to Google's system: If you are conducting research on machine 
translation, optical character recognition or other areas where access to a large amount of text is helpful, please contact us. We encourage the 
use of public domain materials for these purposes and may be able to help. 

+ Maintain attributionTht GoogXt "watermark" you see on each file is essential for in forming people about this project and helping them find 
additional materials through Google Book Search. Please do not remove it. 

+ Keep it legal Whatever your use, remember that you are responsible for ensuring that what you are doing is legal. Do not assume that just 
because we believe a book is in the public domain for users in the United States, that the work is also in the public domain for users in other 
countries. Whether a book is still in copyright varies from country to country, and we can't offer guidance on whether any specific use of 
any specific book is allowed. Please do not assume that a book's appearance in Google Book Search means it can be used in any manner 
anywhere in the world. Copyright infringement liabili^ can be quite severe. 

About Google Book Search 

Google's mission is to organize the world's information and to make it universally accessible and useful. Google Book Search helps readers 
discover the world's books while helping authors and publishers reach new audiences. You can search through the full text of this book on the web 

at |http: //books .google .com/I 



1^7.J 



I 





OEDER OF BUSINESS 



AT 



JAMES PLATT AND COMPANY^S, 



78, ST. MARTIN'S LAKE, 



AND 



28 & 29, CRANBOURN STREET, 



LONDON. 




JANUARY, 1871. 



Entered at Stationers* Sail, 



London, 

78, St Martin's Lane. 

D£AB Sib, 

This Book of Eegulations, &c., you will 
please occasionally read carefully , as your conduct 
whilst in our employ must be in conformity 
therewith, and the fines for non-observance mil 
he enforced. The book is our property, and mmt 
he returned to us when you leave our employment. 
The contents you will please consider as strictly 
private and confidential. 

We are, 

Yours faithfully, 
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OEDER OP BUSINESS. 



COUNTING-HOUSE. 

1. — Superintend, and supply all information 
required, connected with the Counting-House, 
report any deviation from rules, or arrears of 
work same day. 

Open all letters after First Post, except those 
directed to Mr. Piatt. 

Balance Cash same day ; pay into Bank daily 
not later than 3*30, on Saturday 2*30. 

Examine bought Invoices, Day Books, and 
Keady Money Books. 

Day Books, Receipt Books, and Journal call 
back daily. 

Check Order and Credit Books, Bills of Goods 
bought out for orders. Petty Cash, Suspense and 
Deposit Accounts, Appro Book, Monthly and 
Quarterly Accounts, Creditors and Clothworkers' 
Accounts, Beturn Book, Claims. 

Order Stationery, Paper, and String, keep list 

of Stationery, check Prices, and Wright and 

Donkin's Invoices each season when all the sets 

are in. 

Put mark against names in Card Book, froir 
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every entry in E.M. and Day Books, from April 1 
to May 16, andfipom October 1 to November 15 ; 
and during February and August go through 
names left out, and give instructions in time for 
the March 1 and September 1 lists (parties who 
have been sending since first lists were made out, 
and new customers likely to use Cards). 

Stamp Account, and list of Blaok Cloths and 
Doeskins sold during the week out of reserve 
stock, every Saturday morning. 

List of Sealskins in stock, every Mondc^ morn- 
ing. 

Second of the month List of Bills to be drawn, 
and twenty-fourth of each month List of Accounts 
to pay. 

Debit May 15th and November 15th, Pattern 
Account, with cost of Material cut off for cards 
and bunches. 

Customers' and Bought-Ledger Balances, early 
as possible in June and December, and put memo 
if they balance, or any discrepancy, on Mr. Piatt's 
desk. 

Have letters posted 11*45, pattern poet and all 
letters then ready 5*15, and 5'45. 

Confine the posting to Junior Cashier or Junior 
of Pattern Department, and have letters signed for 
by person posting them. 

2. — Superintend and open letters during Mr. 
Hance's absence. 



Enter country ordiers, town orders, credits, and 
letters into Books. 

List on Mr. Platt^s desk same day of all letters 
}yj first post not returned by two o'clock. 

See all letters and orders given out up to 6 p.m. 
ore returned same day. 

Keep list of accounts when goods are sent on 
the promise of cash by return, write for it, if not 
sent, and every Saturday after 2 p.m. put book on 
Mr. Piatt's desk. 

Make memos, and put folio, against each entry 
in Credit Book, and Order Books. 

Debit, Credit, and Eeturn List, daily. 

Keep Foreman's Registry, send, out Forms, 
write Eeceipts, Correspond, and send out Travel- 
lers' advices. 

Send Memo fbrm a» to reductions in price for 
all pattern orders by halfpenny post. 

Total of bills receivable and payable last day of 
every month. 

Collect and assist in Counting-House if re- 
quired. 

8. — ^Post Day Book, Journal, &c., daity^ and 
before leaving on Saturday. 

Debit, Credit, and Betum List daily. 

Put Journal on Mr. Piatt's desk by 5 p.m. 
Saturday, or last day of the month. 

Copy Livoices into Book, debit Betums, and 
make out Invoices or Memos. 
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Fill in and make out claim papers. 

Examine Clothworkers' Accounts. 

Post Invoices, Claims, Beceipts, &o. 

Monthly Statements to 18th inclusive ready for 
Senior to check morning of 20th. 

Monthly Accounts not paid, send in next 20th> 
altering the Five to Four per cent., and if still 
unpaid following 20thy altering the Five to Two 
and a half per cent. 

Quarterly Statements day before inclusive ready 
Quarter day. 

Draw bills and cheques, write for bills and 
send out reminder forms. 

Pay into Bank, collect, and assist in Counting- 
House if required. 

4. — ^Enter, make out Invoices, and directions 
for parcels, trusses, cards, and bunches (cards or 
bunches sent to stations, or for enclosure, advise 
customers of same day by card post.) 

Invoices of all parcels sent to stations. Travel- 
lers' country orders, or parcels sent for enclosure, 
send by halfpenny post. 

Befer for directions to Address Book, and 
always enter name, directions, &c., in book if not 
there. 

Fill in Stock Invoice Book. 

Make out tickets daily. 

Fill in Pattern Card Book, and make out list 
of names for card makers, for Senior to check. 



Enter goods on appro, town and country, into 
Appro Book, and put it on Mr. Piatt's desk 
every morning. 

Assist in Counting-House it required. 

5. — Take cash, and put number of bill on cash 
sheet consecutively, and keep items of each 
department. Credit, Suspense, Deposit, and Stamp 
Account separate. 

Charge 6d. for all Irish or Scotch cheques. 

Keep an account of Moneys paid into Bank, 
Balance Cash, and put Total of B.M. and Credits 
on Mr. Piatt's desk daily. 

Saturday (and last day of the month), Total of 
Stamp Account for the week, and Petty Cash 
Receipts for every item ready for Mr. Piatt to 
cheek not later than 10 a.m. 

N.B. — ^Every receipt for goods bought out to 
have date, name of customer, and folio of B.M. 
Book or Day Book thereon, and to be signed by 
Head of Order Department, or one of the 
Seniors. 

6. — Give out the orders to Assistants, collect 
Cash, see Memo of Amount corresponds with Bill, 
return Bill and change to customer (with thanks), 
counting it to prevent any error. 

Take Cash whilst Head Cashier is at meals, or 
during his absence. 

Post letters, assist in Counting-House and 
Pattern Department. 
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COUNTING-HOUSE RULES. 

No account to be opened except by Mr. Hatt. 

No employ^ to owe more than five pounds, and 
must pay last day of tHe mcMitli. 

Terms, Gash, first of month, for goods bad up 
to 18th ult. inclusive, less five per cent, discount, 
on Postage Stamps (over 5s. in value) only 2i per 
cent. 

No dating on without Mf. Piatt's permission, 
except seasons* parcels — January 1st, spring goods 
date as April, July 1st, winter goods, date as 
October. (November 20th, pieces of Blacks, or 
parcels over ten potinds in value may be dated as 
January). 

Good E. M. customers, or persons to whom we 
have entered before, and they have sent money as 
promised, can be entered to up to five pounds, to 
be paid by 1st prox. 

Enter to Ho one over 58. ; leave part out, or, if 
this cannot be done, send bill, and keep parcel 
over ; if a previous balance be owing, or there has 
been a difficulty in getting a balance, do not enter 
a second time, however small the amount, and if 
too much money be sent (under 5«.), rettirn it by 
post in stamps, or send trimmings to make up the 
amount ; always balance if it be possible. 

Monthly statements (18th inclusive) to be sent 
out 21st of every month, and Quarterly statements 



11 

day after Quarter-dfty. (If good men, and the 
account is only 2f>s, or tinder^ do not send reminder 
fonxi, and include all amounts* 20^. and under in 
next 'Fmb per cent. Statement). 

Balance Statements (18th inclusive) to be sent 
out 2l8t of every month to all parties not having 
regular accounts for balamees, or where lengths 
have been sent on promise of eaah by return* 
Balance reminder forms to be sent on Khe 2nd and 
15th, and Summons on the 20th those parties who 
have not paid* 

First of month, send to first-elass mea we 
have sent to before, and fbr amounts^ over ten 
potmdd. 

Accounts paid before the lOth allow discotuBt 
for Ist instant^ if after 10th only take iM 4 per 
eent., and after 10th prox. only 2^ per cent, dis- 
count. Interest discontinued except on dishonoured 
bills ; charge 10 per cent, cm these if renewed er 
when paid. 

Extra discoimt allowed on wamm- pareeh imfy 
as spring goods, 5 per cent. May 1st, are entitled 
to 7^ per cent. Febmary 1st, 6} per cent. March 
1st, or 6 per eent. Apnl 1st, and winter goods 
5 per cent. November Ist, are entitled to 7 J 
August 1st, 6} September 1st, or 6 per cent. 
October 1st. 

Deduct the discount firom every shilling, giving 
exaeily what is right; but odd pence must be 
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asked for, and not taken off either for E.M. 
buyers, or customer's paying accounts. 

If an article come to 10/2}, charge it 10/2, if 
10/2^, 10/3, the rule being under the halfpenny 
give, for the halfpenny and over charge as 
penny. 

Second of the month reminder form to be sent 
for every account not paid over 20tf. 

8th and 15th of the month reminder forms for 
these dates to be sent to those parties whose 
names have been ticked in Statement and balance 
books by Mr. Piatt. 

1 6th, list of accounts closed to be given to En- 
tering Olerk, Superintendent of Warehouse, and 
Order Department. 

Suspense account to be kept by Cashier like 
stamp account, and balanced weekly ; have trans- 
ferred daily into Indexed book amounts paid and 
received by Cashier. Suspense account in Ledger 
to be debited or credited weekly with total. 
Balances in hand up to 19th to be returned last 
day of every month. 

Deposit accounts, 20s. and upwards, are entitled 
to 5 per cent, interest, credit or remit same January 
1st and July 1st. 

The A.B.M. book to be checked first of every 
month, see if parcels are in the house, or debit 
any parcel taken away unpaid. 

All returns to go through the Setum book, 
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check the same every 20th with Invoice book, and 
Trimming Invoices. 

Close the books 1 p.m. Saturdays and last day 
of the month, 6 p.m. other days. 

Day Book, Journal, &c., mmt be called back 

daily and Saturdays before leaving. 

Day Books, Journal, &c., to be locked up, if 

by illness or absence of Ledger Clerk more than 

one day's transactions be not posted. 

Lists of names for end of seasons' cards to be 
ready by April 20th and November 20th, and 
first lists of names for cards to be ready by June 
1st and December 1st; second lists by March 1st 
and September 1st. 

All letters, memos, and bills for acceptance to 
be put into Mr. Piatt's letter box. 

Statements, Invoices, Advices, Price Forms, 
&c., to be sent by halfpenny post. 

PRICES 

Are marked for retail trade buyers, and any 
deviation will be debited to the party making it, 
as we allow no abatement, except for following 
reasons, when the reduction must always be 
given, asked for or not, viz. : 

On parcels over ten pounds in value and no 
bonus, regardless of length. 

On lengths of not less than 9 yards of Flannel, 
Cords, or any Trousering. 
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On lengths of not less than 7 yards of Coating. 
On lengths of not lesa than 3 yards of Waist- 
coating: 

On lengths for two garments in stock parcels, 
then the retail' prices are subject to the following 
reductions, viz. i 

On all goods up to 2/- per yd., Id, per yd. 

„ from 2/1 to 3/- 

„ 3/1 „ 6/- 

„ 6/1 „ 9/. 

„ 9/1 „ 12/- 

„ 12/1 „ 16/. 
„ 16/1 „ 20/- 
On lengths of not less than 18 yards of Flannels 
Cords, or any Trousering. 
On lengths of not less than 14 yards of Coating. 
On lengths of not less than 6 yards of Waist- 
coating, then the retail prices are subject to the 
following reductions,^ viz. : — 

On all goods up to 2/- per yd., lid. per yd. 



„ 2d. 


f$ 


„ 3d. 


>i 


„ id. 


tf 


„ 6d. 


n 


„ Sd. 


ft 


„ 9d. 


>> 



„ from 2/1 to 3/- , 


, 2id. „ 




,^ 3/1 „ 6/. , 


^d. „ 




,r 6/1 „ 9/- , 


, 5d. „ 




„ 9/1 „ 12/- f 


7id. „ 




„ 12/1 „ 16/- , 


, lOd. „ 




„ 16/1 „ 20/. , 


, v- „ 




On pieces of not less than 30 y 


ards of Flannel, 




Cords, or any Trousering. 






On lengths of not less than 20 y 


ards of Coating. 
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On lengths of not leas than 10 yards of Waist- 
coating, then the retail prices are subject to the 
fallowing reductions, viz. : — 

On all goods up to 2/- per yd., 2d, per yd. 



„ from 2/1 to 3/- 


>,, 3d. ,, 


,, 3/1 „ 6/- 


„ 4rf. „ 


» 6/1 „ 9/. 


» 6<^- „ 


» 9/1 ,, 12/- 


„ 9d. „ 


„ 12/1 „ 16/- 


„ V- .. 


„ 16/1 „ 20/- 


„ 1/Sd. „ 



Example, — Piatt's Tweed cuts 4/-, Stock or 
9 yard lengths 3/9, 18 yards 3/8 J, 30 yards or 
over 3/8, Fancy Meltons cuts 6/9, Stock or 7 yards 
6/5, 14 yards 6/4, 20 yards or over 6/3, Waist- 
coating cuts 7/-, Stock or 3 yards 6/8, 6 yards 
6/7, 10 yards or over 6/6. 

We have often overheard employes, when a 
oustomer is ordering say 6^ or 7 yards of Trouser- 
ing, urge him to take another pair, and so get the 
advantage of reduced price ; this requires dis- 
cretion, as you must perceive in many cases the 
shorter length would pay us the best. 

N.B. — On Hirst's Coatings we can only allow 
6(^. per yard, and Trouserings only M, per yard 
for stock, regardless of price and length. 

When a parcel consists of Woollen goods and 
short lengths of Trimmings, exceeding ten pounds 
in value, and all the articles are charged cut prices, 
allow 5 per cent, bonus ; but if a customer prefers 
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ity all articles can be charged wholesale price ; but 
when they are all cuts, take off the bonus, unless 
the customer asks for the wholesale price to be 
charged ; but if it is a mixed parcel, part pieces 
or dozens of Cottons, &c., then it is better to 
charge wholesale price all through, and explain 
to the customer this method is more simple, 
and equally beneficial. Please note— when all 
cuts, then honm ; when part of each, then all 
wholesale price regardless of length, if parcel be 
over ten pounds in value. 

Waterproofing, Broads, Qd, per yard. 
,, Narrows, 3^. ,, 

Trimmings, Sealskins, and other goods bought 
out wholesale, to be charged 15 per cent, (or 2d, 
in the shilling on cost), and entered out in the 
usual way. 

Goods bought out retail over 5«. in value, add 
^, in the shilling, and enter out nett ; under 5«., 
add \d, in the shilling, and enter out in the 
regular way. 

Employes to be charged cost price for their own 
wear, no discount, and to pay last day of the 
month. 

N.B. — All remnants of Narrows under two 
yards charge 2s, 6d, per yard, and all remnants 
of Broads under one yard, charge 5s, per yard 
nett cash (numbers need not be put on bill ; and 
if entered send Nett Invoice). 
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WAREHOUSE. 

1. — Superintend Warehouse and upstairs with 
help of Sub-Manager, give information connected 
with warehouse, keep counters clear, and have 
customers promptly attended to on entering, and, 
as they leave, ask if they have got what they 
wanted. Any deviation from rules, arrears of 
work, irregularities at table, &c., point out ; if 
done a second time, give caution ; and if a third 
time, report to Mr. Piatt. 

Qive careful attention to seeing each person 
does his share of the work, leaving those with 
orders in hand free as possible from having to 
serve : but you cannot too rigidly carry out the 
rule that customers are to be served directly they 
enter, and su£&cient assortment submitted for their 
selection. 

Porters are entirely under your guidance; 
arrange for all parcels being sent to time, and 
see they keep clean windows inside and out of 
houses and shops, fronts, skylights, brasses, &c. 

See cards and bunches are repaired as they 
are brought in by customers. 

Send to the best town customers for cards 
and bunches, to be repaired, at least once a month. 

Let the Sub-Manager check and send out cards 
and bunches, superintend Cranbourn-street and 
upstairs, serve best customers or stock parcels. 
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but do not serve any one youraelf, seeing the 
others do their duty, and our customers are being 
attended to, is far more impoortant. 

Qive orders to dose 3 p.m. Saturdays, and 
7 p.m. other days, and see gas off and all out 
of warehouse not later than 4 p.m, and 7.30 
p.m., and on no account allow any one to remain 
later than 6 p.m. Saturdays, and 8 p.m. other 
daps (except during stock-taking). 

Arrange for one of a department each party at 
meals, and support housekeeper in keeping order. 

N.B. — Test measure given by every one in the 
house, monthly. 

2* — Take Manager's place when he is engaged, 
or during meal time. 

Take entire control of country orders ; a book 
will be given out daily of all orders by traveller, 
post, carrier, or by hand, with memo of money 
in hand, and who has the order to get up. See 
they are properly executed, that articles corres- 
pond with bill and order, and all are charged 
for B.M. or entered, marking against each name 
in Order Book, folio of Day Book or E.M. Book, 
initial each parcel as properly directed, and return 
book same day to senior of Counting- House, with 
memo of any delay, irregularity, or deviation 
from country order rules. 

Take charge of all unexecuted orders, residue 
^travellers' orders, or orders in abeyance for any 
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reason, keep list with name of assistant who had 
the order, and give it to same peurty when ready 
for completion. 

Check pattern orders, see samples sent are sort 
required, and have Town and Suburban patterns 
ready for 12.15 post. 

You will take all orders after first Post, and we 
leave it to your discretion who to give them to. 
The order assistants being under your control, let 
them inform you when they are disengaged, and 
when you do not require their assistance see 
they help in the departments they are allotted to. 

3. — Take Manager's place when he is engaged 
or during meal time. 

Goods ready for Mr. Piatt to pass ; — 
Black Cloth and Doeskins, 11 a.m. 
Fancy goods . . 2 p.m. 

Piatt's Tweeds, Croslands, and a few of each 
clas^ weighed, and report occasionally the maker 
who gives longest measure (where there are more 
than one of the same class of goods), whose goods 
shrink the most, or are most perfect. 

Take charge of goods after Mr. Piatt has 
passed them. 

See goods are proper width, and if fag end be 
off, stamp it with P seal before giving it to cloth- 
worker. 

See that all goods are returned by cloth- 
workers within a week, and see orders sent to 
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clothworkers for lengths are returned with the 
pieces, or debit them with lengths nussing. 

Pass no goods that have been damped unless 
properly done, and examine all damages before 
goods are measured. 

Examine and measure all goods not damped, 
and enter in your book exact length (37 inches 
to the yard), and the number of damages in each 
piece, and enter in same book any memo as to 
goods being short or damaged, and put it on Mr. 
Piatt's desk same day, and stock same, unless you 
hear to the contraxy, two days after. 

Enter number of damages and exact length in 
clothworkers' books, bad damages enter as two, 
and if there be four damages in a piece or short 
measure, put memo on Mr. Piatt's desk same 
day. 

Write up standard, see it is filled in, give goods 
when ready over to head of department, and 
daily fill in stock invoice book whether goods 
are put into stock or reserve, and put dates 
against the numbers when goods are taken 
out of reserve stock. Last week in the month 
call over the entire stock, reserve and retail, 
and first of the month put memo on Mr. Piatt's 
desk of the number of pieces in reserve in each 
department, and any information for his guidance 
in buying as to goods likely to be wanted that 
may occur to you in calling over the stock. 
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4. — ^Order Department. 

5. — ^Broad Department. 

6. — ^Livery Department. 

7. — ^Eeserve Black Oloth and Doeskin Depart- 
ment, and retail Black Doeskin, Yalencias, &c. 

8. — Narrow Department. 

9.— Piatt's Tweed Department. 

lu. — ^Woollen and Bedford Cords, Waistcoat- 
ings, Sealskins, and Sundries. 

11. — Manchester Goods, Silks, and Triomiings. 
(Enter in book cost price, with discount when any, 
of eyery article, and put memo on Mr. Piatt's 
desk, when any discrepancy.) 

12. — ^Pattern Department. Execute carefully 
all pattern orders, repair cards, help to cut tra- 
vellers' patterns, number cards and bunches, &c. 

13. — Help in the Counting-House, keep station- 
ery cupboard in order, and every morning supply 
Ck)unting-House and warehouse with stationery 
likely to be wanted during the day, and every 
Monday morning, and first of the month tie up 
letters. Mark bunches, cards, &c., collect and help 
generally. 

14. — Have gas turned off the main, directly 
shops are dosed, and partition fastened up not 
later than 6 p.m. Saturdays and 8 p.m. other days. 

Beport to Mr. Piatt if any parcel be taken out 

after 6 p.m. Saturdays, or 8 p.m. other days. (No 

parcel to be taken out by Cranboume-street Area.) 

c2 
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Let eyery person out and in after the shop is 
shut; see gas turned off; lock up at 11 p.m., and 
keep the keys. 

Eeport next morning any one not being in. 

See no pipes or cigars are lit or smoked on the 
premises. 

See the bedroom candles are out at 11*30 p.m. 

WAREHOUSE RULES. 

We only serve the trade, viz. : — Shippers, 
Drapers, Tailors, Co-Operative Societies, or 
persons who buy from us in the way of their 
trade or profession, and you must respectfully, 
but absolutely reftue to serve any one, not in the 
trade (even personal friends), with goods for 
their own wear — you can give number of any 
piece of goods that may be selected, but must 
not cut lengths, give patterns, or mention price 
to any private person. 

N.B. — ^This rule refers to gentlemen buying 
their own Cloth, with the intention of taking it 
to tailors to be made up, but does not apply to 
Flannels, Sealskins for jackets or cloaks, Water- 
proof Tweeds, Velveteens, or ani/ goods kept by us 
that are required for ladies^ wear, or are sold by 
linen drapers or hosiers. 

Warehouse and up-stairs must always be under 
the surveillance of some one; one of the four 
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Seniors must be here by 8 a.m., and see gas 
turned off and the place securely fastened up 
before leaving; you can arrange amongst your- 
selves, but there must be some one always in 
charge, whom we shall hold responsible for the 
security of our premises and property. If the 
Manager, Sub-Manager, and Seniors are all com- 
pelled to be absent from the warehouse at one 
time they must tell the Senior hand to take their 
place during their absence. 

Senior assistant in sitting-room after business, 
or at meals, will keep order and report any 
irregularity to Mr. Piatt if continued after caution 
has been given. There must be some one behind 
each counter ready to serve as customers come in, 
if the assistants of a department are engaged, 
the Manager wiU be held responsible for having , 
some one in their place, as our customers must 
be promptly and respectfully attended to directly 
they enter; no matter how busy with orders, 
early or late, patterns or cuts wanted, custo- 
mers' wants and wishes must be pleasantly, 
patiently, and carefully attended to ; if the assis- 
tant is engaged whose turn it is to go to meals, 
another must go up, for you must not leave a 
customer having conmienced serving him, but 
arrange that eaxxh department has a represen- 
tative at meals, and in the Warehouse during 
meal time. 
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Keep to your own oountera when disengagedi 
serving or getting up orders. 

Ask every customer if he wants any trimmings. 

When you commence serving a customer, and 
more than one article is required, take a paper or 
your memo book and enter down the lengths as 
cut off or ordered, make out the E. M. Bills from 
memo, but every entry and R. Jfl Bill to be checked 
mth the goeda and articles counted by assistant sign- 
ing the bill, or hearing the entry called back ; any 
error the checker will be held liable for. Be 
careful in entering down correct numbers ; every 
day there are errors which a very litde- attention 
would prevent, and in charging for or entering 
trimmings be clear as possible, 1 piece Braid for 
3/6, i gross of Braid for 9/3, J lb. silk for 8/2, 12 
Twill at -/5f ; make description short as possiblcr 
but always put at or fob to prevent chance of error. 

You must respectfully, but firmly, refuse to 
make out bills at an advanced price. 

Always enter at the desk when it can be done, 
and give down terms quietly as possible, avoiding 
doing so if a cash buyer be standing by ;. then go 
to the desk and give it down afterwards, have 
every entry called back from the goods by some 
one else, who will see number of articles and lines 
in Bill or entry correspond. 

Every one must use the B.M. Books be^ 
longing to his Department, get bill signed by 
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party nearest to him disengaged; put amount 
down in his book, and memo of what he ha3 
been doing during the day; and put Book on 
Mr. Piatt's desk every Saturday after business. 

{One assistant has for the last two years put 
yearly total on my desk ; it is a sign of interest 
we should like to see followed.) 

When, by the Stock and Seserve Books you 
find an article required is sold out, ask Senior 
of Department when it will be in again; and 
always give tickets of goods when sold to Head 
of Department. 

No goods to be laid aside without a deposit 
(not less than 5 per cent, on the amount) and 
if not redeemed within a month deposit to be 
forfeited. 

Losses from errors in calculation, sending 
wrong articles, &c., will be charged to persons 
so erring, at Mr. Piatt's discretion. 

Cards and Bunches to be repaired for your 
customer if possible whilst he is here ; or during 
the day, and returned soon as possible. 

Town parcels, enclosures, or parcels for railway 
stations ent^ in Town Parcel Book, and have ready 
for Porters leaving 10.30 a.m. or 3 p.m. (if promised 
to time, mention it to head of parcel department), 
also goods required from the clothworkers for 
town or country orders ; and in the Order Book, 
goods wanted for the Oity or to be matched in 
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the trade, always putting Speeialf and informing 
head of department in cases of urgency. 

If a customer wishes a parcel sent after 3 
o'clock, ask the Superintendent before promising 
it, but never refuse to send a parcel because it is after 
time ; if a customer asks you to send his parcel 
you mtist do so no matter how late^ but afber 3 p.m. 
ask if the morning will do. 

No parcel to be taken out by any one after 
the shop is closed ; parcels for employes will be 
sent by Parcel Superintendent during the day, 
and the area to be used solely for goods brought 
or taken away by the railway carts. 

Put Invoice Bbok on desk when done with. 

When any stock buyer is in, put memo on 
Mr. Piatt's desk at once. 

N.B. — ^No goods to be given to any one without 
an order, imless it be a person toell knotcn, and the 
customer is not in the habit of sending orders, but 
unless it is the principal, his wife, or son buying, 
or there is a written order, all parcels must be 
signed for by persons taking them. 

No lengths to be fetched from clothworkers 
without an order signed by Stock-keeper, Manager, 
or Head of Order Department. 
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DEPARTMENT RULES. 

The following rules we hold the Seniors of 
departments responsible for ; the Juniors are en- 
tirely under their control, and must help as 
directed, doing the work allotted them by their 
Senior as he may think best for the efficient 
working of his department; these details must 
be strictly carried out, and if a Junior's conduct 
is not satisfactory to his Senior, and not altered 
after caution has been given him, he must report 
to Mr. Piatt. Counters must be kept clear, and 
White Quiltings, Bedfords, or delicate goods of 
any kinds, carefully laid aside by party cutting 
or showing them, and tied up and put away as 
soon as possible. 

Black Cloths, Does, or dressed goods of any 
kind, to be thrown into fold, so as to cover 
the face by party showing them, and goods for 
orders to be cut oS in the department they 
belong to, and put back soon as done with. 

Goods to be put into stock, or reserve, taking 
off maker's tickets and putting patterns on 
Standard and Stock Book same day as in, if 
possible, hut not later than day after. 

Mark numbers of goods sold off Stock Book 
as soon as possible, and first thing every morning, 
if there has not been time the previous evening, 
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supply deficienceB in retail from the Beserve 
Stock, taking great care to give the number 
and date to the Stock Keeper. 

Standard to be kept in each department, and 
number of every piece of goods that comes into 
the house to be put against the original number 
for the season on department standard it belongs 
to, the number to be transferred daily from 
Invoice Book to Standard, and if wanted for retail 
stock, number to be marked through when it comes 
in from damping as if it had been in reserve. 

Keep original number for the season on your 
Stock Book, which must be used for numbering 
cards, bunches, or travellers' patterns, and under- 
lined when sold, and the number and price of 
piece in cut to be on the ticket of Stock Book and 
Duplicate Card Booh ; Beserve Book to be kept in 
each department, with numbers entered consecu- 
tively, to be checked with reserve stock end of 
every month, and total number of pieces in 
reserve counted from the pieces, with list of 
goods on order in each department, to be put on 
Mr. Piatt's desk first of every month. 

Any memo referring to goods, damaged or 
otherwise, put on Mr. Piatt's desk to have our 
numbers thereon, and goods entered into Cloth- 
workers' book or memo books of goods examined 
here ; Black Qoths and Doeskins ready for Mr. 
Piatt to mark must be arranged consecutively, aa 



29 

they come in the Invoice Book. Travellers to have* 
samples of all goods in each department, and 
patterns sold out to be taken from Mr. Piatt's 
samples and put on his desk same day. 

Numbers and prices on cards, bunches, tra- 
vellers' or foreign patterns, to be checked before 
they are sent out or given away. All cards and 
bunches, town or country, must be numbered, 
and priced, as 5057, 59, price to follow the 
number. 

Out the patterns exact length, and straight for 
cards and bunches ; keep slips well supplied with 
goods not selling; give memo of length and 
prices of patterns cut for cards and bimches 
same day or day after to the head clerk. Supply 
pattern room liberally with substitutes for goods 
sold to repair cafrds with. 

Bxmches and cards mijst be repaired by depart* 
ment they belong to, with the help of pattern- 
room assistants. 

Patterns check and put in order weekly. 

Stock to be put in order and dusted weekly. 

Goods cut before being put into reserve, or, if 
taken out, cut and put back ; end to be stamped 
with P. seal and memo on ticket of length cut 
and who by, with initial of party cutting same. 

The most important duty of a Senior is to keep 
his stock supplied with su£B.cient goods to meet 
the wants of our customers. This can only be 



done by watcliing very carefully, at different 
times of the year, or season, how long a piece of 
goods lasts, we mean in relation to the demand 
for it in cuts. At any time when an article ia 
selling freely in cuts it should be put down in 
the Order Book directly the last piece of it is 
put into Stock — Black Cloths and Doeskins, when 
only one piece at a price in reserve ; but as a 
general rule any goods we keep reserves of, 
put into your Order Book when the last piece is 
put into Stock ; Goods we only buy single pieces 
of when about half gone; Waistcoatings when 
down to 10 yards, or patterns selling fr$ely when 
at 20 yards ; but you will perceive the difficulty 
of laying down any fixed rule in this matter, aa 
so much depends on the time of year and the 
demand, and again if the demand be general, aft 
frequently during the day in cuts, or accidental 
from a long length being sold. Your best plan is 
to bear in mind how long a time what you have of 
an article will lad on an average of the previous 
weeVi sale, always bearing in mind how long it 
would be before an article if sold out could be re« 
placed. A very little attention wiU enable you to 
know the GK>ods that can be had by return from 
those that have to be made when ordered, the 
latter, of course, should be ordered much earlier 
than the former, if they are both goods that we 
keep regularly and sell freely. 
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Each department will have a book for entering 
down goods to be ordered for their respective 
stocks, and will put same on Mr. Piatt's desk 
every Friday before 5 p.m., or if a pattern be 
selling freely, put memo on desk at once. Mr. 
Flatt will make memo of quantity ordered, or 
cancel entry if not ordered, and you will write 
date against each entry as the goods come in. 

Every morning seniors of departments should 
look over Invoice Book, to see goods belonging 
to their respective departments that will be in 
during the day. 

Every Saturday morning put on Mr. Piatt's 
desk Beserve Book of Black Cloths and Doeskins, 
counting pieces in stock before so doing, and 
seeing total corresponds. 

Each department will have a Suspense Book for 
entering down lengths on order in their depart- 
ments, and will inform head of order department, 
when in, who will have every customer waiting 
for an article written to directly the article comes 
in, that it will be sent in ihxee days, damped, 
unless we hear to the contrary. 

list of Sealskins in stock every Saturday, 
after books are dosed for the day, before leaving. 
The season begins not later than January 1 and 
July 1, and patterns must be on Standard and 
Stock Book, and all called over by or before 
January 4 and July 4. 
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When you wish Mr. Flatt*s opinion^ have goods 
ready for him to pass or mark, or wish to bring 
any matter under his noticOi always put memo on 
his desk. 

RULES-ORDER DEPARTMENT. 

• 

Orders we treat as customers, and diyide 
travellers' orders and orders by first post between 
the departments, Order Assistants, or any others 
disengaged; aU orders after first post will be 
given to Head of Order Department, to give out 
at his discretion to the Order Assistants, or if they 
be fully occupied to the Department Assistants. — 
Order Assistants must inform the Head of Depart- 
ment as soon as their orders are completed. 

Before commencing an order give name and ad- 
dress to entering clerk, for direction label, to pre- 
vent delay. 

Two p.m. report to Mr. Piatt if any orders are 
unexecuted, and why. 

All orders by first post to be booked before two 
o'clock. 

JLU orders (6 p.m. post inclusive) to be finished 
same day. 

All patterns to be marked cut prices, and pat- 
tern orders to be done in pattern room by assist* 
ant ; if he requires help, he must ask Senior of 
Order Department, who will give part of the orders 



to some one else ; foreign pattern orders and B.M. 
bills to be done by order assistants. 

Ooimtarj cards must be repaired and returned 
same day carriage paid. Put list of cards in the 
house, and bunches wanted, on Mr. Piatt's desk 
every Saturday. Memorandum form relating to 
prices, invoices by post for travellers or country 
orders, parcels sent for enclosure, or if directed to 
any railway station, to be sent by the halfpenny 
post. 

All letters to be written by Corresponding 
Clerk. 

B.M. bill with memo at foot, asking for cash to 
be sent by an early post when goods are ordered 
and no cash sent. 

With country orders keep to same number on 
the bill or in the entry as on order sheet, but if 
number of piece cut does not correspond, put number 
of piece cut on the order, for future reference. If 
in any doubt as to the number quoted, refer to set 
of cards had by the customer ; this will invariably 
remove any apparent discrepancy or doubt ; if you 
have to cut a piece of goods before it is marked 
off, get the number and price from Invoice Book. 

When a traveller's country order is got up and 
sent off, regard it as completed^ send a memo and 
pattern of goods not sent, and write, unless sent 
foTy shall consider residue cancelled, or if a cus- 
tomer wishes it will send patterns whidn in agaiui 
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and forward the goods if he is still open, but that 
we cannot pay carnage. 

If we are out of an article or articles, and it is 
damping, or will be in in a day or two, and part 
of order is executed, or when orders are waiting 
reply, or held in abeyance for any reason, give 
particulars to head of department, who will see 
to all orders kept over being attended to. 

If any goods are sold out, send patterns of 
nearest, never substitute unless the customer writes 
for the nearest to be sent ; but unless we have an 
article likely to do, always try and procure goods 
ordered for B. M. and the best credit customers, 
charging a profit of ^d. in the shilling, if over 
5«. in value (under 5s. add \d. in the shilling 
and enter out in the usual way), and charge the 
goods nett to B. M. customers, explaining they 
have been bought out rather than disappoint, 
and for credit customers use the Nett Invoices ; but 
if they neglect sending the cash, do not buy out 
again until they send the money, and inform 
them why. 

Two and a half discount only on postage stamps 
over 5*. 

Booking to be paid on every parcel, and 2d. 
for every order brought by carrier over 10«. in 
value, or when the 2d. would have to be paid if 
parcel were booked; but we only pay carriage 
''u patterns. 
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Signature of Senior of Order Department to 
be on every bill through petty cash for goods 
bought out for orders, with folio, who for, and 
date. 

When in any doubt what to do, ask Mr. Flatt 
or Countx7 Order Superintendent. 

PORTERS' DEPARTMENT, &c. 

1 . Paper all stock parcels and for country, but 
refuse to paper or pack up any parcel over three 
articles, unless a memo of the number of articles 
be given ; see all are properly directed, and initial 
them when Senior of Department is absent or en- 
gaged, assist Senior of Order Department, and 
help Manager in sending out parcels, &c. 

Put up paper and string through the warehouse 
and up stairs, memo on Mr. Piatt's desk when 
any are wanted ; light gas with taper through the 
house, and open ventilators and fanlights. 

Clear counters, or help in the warehouse if 
required. 

2. Collect, match, &c. ; be back by 12 or 
earlier with any goods required in a hurry, first 
round City or elsewhere must be reported on 
before 2 o'clock. 

3. Here 7*30 (or 8 a.m., having breakfasted). 
Sweep out and clear-up down stairs, book par- 
cels or match up to 11 a.m., unless there are a 
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great many goods to block. Get goods ready for 
Mr. Flatt to pass, Blacks 11 a.m., Fancy Goods 2 
p.m. All goods in up to 3 p.m. must be blocked 
same day, and sent here by first cart that calls. 

Pack goods, returns, &c. 

Saturdays clear up cellars and blocking-room. 

4. Open 8t. Martin's Lane Warehouse 7-30 a.m. 
Dust windows outside, dean brass and sweep 

front, 78, St. Martin's Lane. 

Get reserves ready for each department every 
morning and keep counters clear. 

Saturdays clean windows of shop and skylight 
(outside only). 

Brush shutters down. Help to dear up gene- 
rally. 

5. Open Cranboume Street Warehouse 7*30 a.m^ 
Dust windows outside, clean brass, and sweep 

front Cranboum Street Warehouse. 

Be ready to go out 9*45 a.m. 

Saturdays clean windows (outside) of shop 
and skylight, and (inside) of eastern window, 
Cranboume Street. Brush shutters down. 

Help to dear up generally. 

6. Help to open St. Martin's Lane Warehouse 
7*30 a.m. 

Every morning rub down counters and dust 
inside windows, &c., of both shops. Clean boots, 
knives and forks. Take up coals. Be ready to 
^0 out 9*45 a.m. 
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Saturdays clean inside witidows of St. Martin's 
Lane shop and both skylights. 

Help to clear up generally. 

7. Help to open Cranboum Street Warehouse 
7*30 a.m. 

Sweep out and clear up first floor and up-stairs, 
rub down counters and dust windows, first and 
second floors, up stairs inside. 

Saturdays : dust the gas-pipes, desk, counters, 
and shops generally, and up-stairs, clear-up and 
clean western window inside of Cranbourn Street 
Warehouse. 

Help to clear up generally. 

RULES-PORTERS' DEPART- 
MENT. 

Warehouse to be opened 7*30 a.m. 

Get your rounds ready for Manager's inspection, 
and leave with the parcels on your appointed 
route as near 10*30 a.m. and 3 p.m. as you can. 

Every parcel, card, bunch, &c., to be entered 
in a book, and signed for when left; and ask at 
every place you go to if there are any orders. 

Any parcel, with money to pay, left without the 
sanction of Manager will be debited to Porter 
leaving the oame. 

If there be nothing going out, clear-up down 
stairs, and dean the house windows, so as to 
keep the place in good order and windows clean. 
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Trj to be back in good time for dosing, snd 
get partition up soon as possible. 

Manager to report daily wbat eaoh Porter has 
been doing. 

Shops and up-stairs to be watered 11 and 9, 
and swept ont 1 and 6*30 p.m. 

House windows to be cleaned every montb 
inside and out ; Porters to do this in their turn, 
one after the other. 

As the water comes in daily, let it run on for a 
few minutes at each of the water-closets ; sprinkle 
a little lime weekly in the closets and urinals. 

N.B. — ^No parcel to be taken out by Porters 
through the Area, which is only to be used by the 
railway carts. 

GENERAL REMARKS. 

The first duty of young men on enteriag 
our employment is to get a thorough know* 
ledge of the goods kept by us, and to make 
themselyes masters of the localities where the 
different classes of goods are kept. This causes a 
great saving of time from promptness in finding 
the article required, and nothing tends more to 
get you the confidence of a customer than 
knowing at a glance the nearest article you 
have to what he requires, and showing it with- 
out hesitation or delay ; also being prompt 
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and wcurate m calculating B. M. biUs ; tliej ase 
mostly vexy simple and the same thing over and 
OTor again daily, that a little attention would 
9oon enable you to extend correctly and expe- 
ditiously. 

<< Customers must have the first consideration.'' 
No matter what you are doing, however busy 
you may be, our customers must be promptly, 
willingly, and respectfully served direeUy they 
enter ; it will make no difference to us even if it 
be only a lad for patterns ; the failing to observe 
this rule wiU be thought more of by us than any 
thing else you can do. 

When a customer requests to be allowed to 
return or exchange any goods, is leaving 
without buying on account of price, makes an 
offer to buy for stock or otherwise imder price, 
or any request whatever out of the ordinary 
course of business, the matter should be imme- 
diately referred to the Manager, who will act if 
it be possible, or when he thinks it beyond his power 
to grant the concession, he must immediately submit 
the same to Mr. Piatt. 

If a customer makes a complaint as to an artid» 
being imperfect or short measure, &c., never 
object as though you doubted his word. Bespect-. 
fuUy suggest what you think may excuse or leasen 
the complaint, but do not positively demur, as no 
matter how improbable his statement, we pxefeor 
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always admitting a customer to be in the right, 
and making the best compromise possible. 

Stock books are for y<mr guidance and reference 
for matching, &c., and not for showing to customers ; 
ascertain by these the nearest article we have to 
the one required (if not the same), and show the 
piece to the customer ; you cannot be too careful 
or vigilant in ascertaining what a customer re- 
quires, and promptly placing before him articles 
for his selection. 

The utmost politeness and attention are enjoined 
on every one to customers ; civility costs nothing ; 
be prompt in giving seats to ladies, and treat 
boys, carriers, &c., respectfully. 

Push all, but bore none, as customers ought 
never to be made to feel that they are being per- 
suaded to buy, rather that the seller may succeed 
in effecting a sale, than because the goods are 
what they like or what they require. 

We will not allow our customer to have only 
one article submitted to him ; if he wants a Black 
Doeskin at 4/-, show the 3/9 and 4/- qualities, 
and if there be the least doubt of the latter 
pleasing, willingly and promptly show the 4/3, 
and always observe the same method of procedure 
in every case, price under, price asked for, then 
next price better, and if he is selecting fancy 
goods, show a liberal assortment at each price, 
and keep the styles together. 
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Great attention should be paid to strangers, so 
as to make customers of them, and if you notice 
any one coming regularly, take their name and 
address for cards, and make a point of ask- 
ing regular customers, beginning of a season, 
if they have had cards, as it is our wish every 
customer shoidd have a set of pattern cards each 
season. 

Watch the remnants and short lengths ; always 
sell a length out if you can, or if you cannot, 
before cutting it, see if we have another piece 
and cut from that, if length required would 
spoil the short length, but carefally avoid 
offending any one by seeming disinclined to cut 
any length, and always hear in mind when the 
two interests seem to clash, we prefer our 
customers' interest being studied. Keep memo 
of short lengths on the Stock Books; if same 
length as required for orders, there need be no 
loss, but if a customer is buying here, on narrows 
of two yards and over, and on broads of one 
yard and over, allow about J yard on good 
lengths and safe stock, and about ^ yard on bad 
lengths or unsaleable goods. 

Keep us early and well informed of goods 
selling or being asked for ; give fair but not ex- 
cessive measure ; the extra ^ inch on a large 
number of cuts materially affects the year's re- 
sult, still do not give too little; nothing is 
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more injnriaiis to the pennanent proeperity of a 
woollen draper. 

Ooodi nottole mmmrti tightly ^ and measore not 
to €oce$9d 12 ineh€9 over in 20 ytwd^ and 1^ inch 
in mngle ltngih%. 

Waistooatings \ inch aver for nngle lengths only 
meastire laid on the counter^ or if measured bj hand 
not to exceed H inch under 3 yards. 

JBpery tailor requires trimminge — and will buy if 
they are introduced; qnieily mention two or three 
artiolet fbr the seaaon, Woollen and Trimming to 
every cuatomery but nerer press or horSy it ia a 
great mistake ; and if articles shown be not ap- 
proved ofy show others at ovcb. 

Never tell a customer an untruth, or represent 
goods to be bettor or in any way difierent to what 
1ix0y really are. 

Be prudent, yet liberal, in giving patterns ; of 
the sort required give in abundance, but care- 
fully abstain &om cutting those that are of no 
use for the occasion. Patterns should not ex- 
ceed 3 inches; 2 by 3 is large enough for the 
majority. 

Be careful in cutting goods straight^ and 
patterns for cards, bunches &c., iro wideb than is 
absolutely necessary* 

Waste no paper or string; paper, string, and 
patterns ere of value, and if you see them lying 
about, please take care of them, we keep various 
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sixes in paper; use no Imr^er than is necessary 
for oorering articles to be tied np; there 
is more B^curiif in ttow tigM packing^ and patting 
string ronnd sides of large parcels than in a 
quantity of useless paper; line country parcels 
of any else with old paper. 

Be earefol with paper and letting on the water 
when using closet or urinal ; neglect of this has 
cost us a great deal of money to remove stoppages 
in the pipes, besides being very unpleasant and 
injurious to the health. 

The habit of industry is too important to require 
more than to be mentioned, to be constantly 
occupied is essentially requisite on the part of eyeiy 
one in the employ of the Firm, and the neglect of 
this habit is not only an immediate loss, but 
renders the person neglectmg it imfit, from the 
listlessness induced by idleness, to attend to cus* 
tomers when they present themselyes. 

Yon should help one another much as pos- 
sible by finding goods wanted in your department 
and clearing away for each other when it is difficult 
to serve a customs in consequence of the counters 
not being dear, and keep ready for introduction 
any goods in your department likely to be bought, 
if shown to customers that call here. 

The Krm count on the co-operation of the entire 
staff of persons in their employment to promote 
the utmost unanimity, harmony, and good feeling 

s 
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in the various departments, and throughout the 
house, as being essential equallj to the success of 
the business and to their own comfort and happi- 
ness, whether considered in a business or domestic 
point of view. 

No&iends allowed to call during business hours, 
or come to the house after any one; you must 
meet them elsewhere. 

No employe to go out during business hours or 
leave before all are done without permission of the 
Manager. 

Employes living out of the house, if they change 
their address, should put memo on Mr. Piatt's 
desk. 

Senior of the week will enter in a book the 
exact time each one comes to, and leaves off busi- 
ness, and put book on Mr. Flatt's desk every 
Saturday. 

Employes sleeping out to be here (having break- 
fasted), from March to October 8 a.m., and 8*15 
a.m. from November to February. 

A moiety of the young men living in the house 
to be in the Warehouse by 7.80 a.m. ; the residue 
20 minutes later after having breakfasted. 



•r> 1 A i. ( 7.30 a.m« 

Breakfast • . . . * * } 7 ' 



50 a.m. 



Dinner .. .. •• I i* *' * 

( 1 p.m. 

Tea ( ^'^^ P-™- 

■^®* ( 4.50 p.m. 
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Porters' Breakfast, 8*30 a.m. Dinner, 2 p.m. 
Tea, 6 p.m. 

Beading not allowed during meal time. 

Latest hours for coming in at night : 
Juniors . . . . . . 10'30 p.m. 

Seniors . . . . . . 11 p.m. 

Any one stopping out without leave, to give 
reason why to Mr. Flatt following morning, and 
if repeated, and no satisfactory reason assigned, 
will be dismissed. (Saturday nights excepted, 
when any one may sleep out without asking Mr. 
Piatt's permission.) 

In passing to and fro, from sitting-room to 
bed-rooms, or going into cellar or vaults for 
reserves, lanterns must be used; candles only 
allowed in bed-rooms. 

No light of any kind allowed on the premises 
after 11*30 p.m. 

No pipes or cigars allowed to be lit or smoked 
on the premises. Any one infringing this rule 
will be dismissed. 

All employes having been with us for twelve 
months can have Saturday and following week, 
and those who have been with us £:om the 1st 
of January can have a week's vacation from 
May to September (except from June 20th to 
August 15th). No deviation can be allowed from 
this rule, and employes absent (no matter the 
reason), except at times and on conditions before 
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xneiitionedi will not be paid daring tuch time or 
times as they are absent from business. 

No notioe given or ezpeeted^ and it is useless 
asking us for an adYance of salary, but study our 
rules, make yourself useful, we go by meriti each 
place is open to all, and we shall always pay 
everyone according to his skill, attention, industry, 
or doTotednesB to our interests. 

If any benefit, we shall be pleased to encourage 
saving habits, by taking money on deposit (pay- 
able when asked for) at 5 per cent, per annum 
interest, payable or credited half-yearly. 

We are. 

Yours faithfully. 



January 2ndf 1871. 



